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HOJIO’KEHUE

0 paboTe ¢ 00palIeHUIMU TPaKIaH B MyHUITUTIATIBHOM
JOIIKOJILHOM 00pa30BaTEIbHOM YUPEKICHUU
«JlerckoMm cany Ne 330 Kpacnoapmeiickoro paiiona Bonrorpama»

Oo01me mMoJI0KeHUud

1.1. Hacrosmiee nosoKeHue COCTaBIEHO Ha OCHOBE ['0CyIapCTBEHHONW CHCTEMBI
JOKYMEHTAIMOHHOTO  oOecrneueHus ynpaBieHuss ¢ TUIOBOM  MHCTPYKLMH IO
JIeJ0Nnpor3BOACTBY B MuHucTepcTBe 00pazoBanus Poccutickoit deneparum.

1.2. Tlonoxenue omnpenensieT M perIaMeHTHPYET OpraHu3aluio padoThl ¢
oOpaIieHusIMU TPaKJIaH U UX MpreMa B MyHHUITUTATHHOM JOIIKOJIEHOM 00pa30BaTeIbHOM
yupexaennn «Jlerckom caxy Ne 330 Kpacnoapmeiickoro paitona Bonrorpama « (manee
JleTckoM cany), paBWila PETUCTPALIMH, YU€Ta U KOHTPOJIS 33 UX MCIOJIHEHUEM, OPSI0K
OTYETHOCTH O pabOTe C MUChbMaMH IPakKIaH.

1.3.  OOpateHus rpak/iad MOCTYIAIOT B BUE MPEIJIOKCHUM, 3asIBJICHUHN U 5Kajio0.

[Ipennoxenue - oOpalieHNe Tpaxk/iaH, HapaBICHHOE Ha yIIy4lIeHUE AeITeIbHOCTH
00pa30BaTENbHOTO YUPEKICHHUS.

3asBieHue - OOpallleHWe B LENsAX pealu3aluy IpaB M 3aKOHHBIX HMHTEPECOB
IpakKJaaH.

Kanoba - oOpamieHue ¢ TpeOOBAHHEM O BOCCTAaHOBJICHUM TPaB M 3aKOHHBIX
MHTEPECOB Ipak/iaH, HAPYIIEHHBIX JEHCTBUAMHU JIMOO PEIICHUSIMU JOHKHOCTHBIX JIUII.



2. O01mue moJjoKeHus

2.1.  Bce nocrynarouue B Jlerckuil cag oOpaieHus rpaxJaH U JOKYMEHTBI, CBSI3aHHbIE
C HUX paccMOTPEHUEM, NPUHUMAIOTCS M YUYUTHIBAIOTCS PAOOTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOJICTBO B IEHb UX MOCTYIUICHHUS.

IIpu sTOM:

- IIPOBEPAETCS NPABUIIBHOCTD COJEPKaHNSI KOPPECTIOHACHIINHY;

- BCKPBIBAIOTCSI KOHBEPTHI, IPOBEPSETCS HATMYKUE B HUX JIOKYMEHTOB (pa3opBaHHbIE
JOKYMEHTBI MOJKJIEUBAIOTCS ), KOHBEPTHI IIOJIKAJIBIBAIOTCS U COXPAHSIOTCS ¢ OOpaIleHUSIMHU;

- IOCTYNUBIINE JOKYMEHThl TNPUKPEIUISIOTCS K TEKCTy oOpauieHus (B ciydae
OOHapyKEeHUSI OTCYTCTBUS NPUIOKEHHS WM TEKCTA JIeIaeTCsl OTMETKA).

2.2.  CnyxeOHble MHUCHbMA, T.€. JOKYMEHTbl Ha O(PUIMAIBHBIX OJIaHKaX WM MMEIOIIHE
HITaMII yYpeKJIeHUsl (OpraHu3aluy, MPEANpUATHs), HAIMpPaBISIIOTCA pykoBoauTento JleTrckoro
caza.

2.3. Tlomy4yeHHble NOJIMHHUKKA JOKYMEHTOB, a TaKKe IIEHHble OyMmMaru M JE€HBIH
BO3BpAIAOTCS TPaXJAaHaM I10 aKTy.

2.4. IluceMa, npHucIaHHBIE HE 110 aJIPECY, BO3BPAIIAKOTCS Ha MIOYTY HEBCKPHITHIMH.

2.5. PykoBoauTenp 3HAKOMHUTCS C COAEPKAHUEM IHMCEM, NMHIIET HA HUX PE30JIOLUH,
BKJIIOYAIOIIIME KPATKOE U3JI0KEHHE BOIIPOca (BOIMPOCOB), YKa3aHUsI UCIIOJHUTEINSAM 10 XapaKTepy,
MOPAJIKY U CpoKaM uctonHeHus. Ocoboe BHUMaHue yemnseTcs: o0palleHusIM, a TaKKe MUChbMaM O
HEYJI0OBJIETBOPUTEIBHOM PACCMOTPEHUH MPEABIIYIINX 3asBJICHUN.

2.6. Pa0OOTHHK, OTBETCTBEHHBI! 32 JAEIONPOU3BOJCTBO PETUCTPUPYET MUChMA I'PaK]IaH B
KypHanax yderta. PerumctpannoHHBIA (BXOIALIMI) HOMEpP COCTOMT M3 MOPSAKOBOTO HOMEpa
MOCTYNUBIIET0 oOpaieHus. PeructpaiionHblii HOMEp W JaTta MOCTYIUIEHUS MPOCTAaBIIAETCS B
IIPAaBOM HHMKHEM YTy NIEPBOM CTpaHUIIbI TMCHMA.

Ecnu nucemMo nepecnaHo, TO yKa3bIBaeTCs, OTKY/a OHO MOCTYNUIIO (0T aAMMHUCTPALUU
OpraHa MECTHOTO CaMOYINpAaBJIEHUS, BBIIIECTOSIIEH OpraHU3aluyd U T.1.), IPOCTABISETCS €ro
UCXOJSAIIUI HOMEp U JlaTa; BHOCUTCS KPAaTKOE CO/Iep)KaHue MUChbMa; JIeTat0TCsl OTMETKH O (popme
U CPOKE HCITOJIHEHHUS.

Ecnu 3asBUTENs MpHCIan HECKOJIbKO MUCEM, HO MO pPa3HbIM BONPOCAM, TO Ha Kaxa0e
MIMCBMO NPUCBAUBAETCS OTAEIIBHBIN PErUCTPALlMOHHBI HOMED.

Eciy mocTynuiao HECKOIbKO MUCEM OJHOIO M TOTO € COJAEP/KaHUs U OJHOTO aBTOpa, TO
pErucTpaloHHbII HOMEp NPUCBAUBACTCS OJMH.

2.7. TloBTOopHBIM OOpalleHUsIM TpakJaH TMPU HX T[OCTYIUIEHUU TPUCBAUBACTCA
OYepeqHON perucTpanuoHHbli HoMmep. Ha oOpamenun nemaercs oTMeTka "MOBTOpHO'" wWin
"MHOTOKpaTHO".

[ToBTOpHBIMHM CUMTAIOTCSI OOpallleHUs, MOCTYMHUBIIKE OT OJHOTO M TOTO e JHIa IO
OJIHOMY M TOMY € BOIIPOCY, €CJIM CO BPEMEHHU NOJa4M MEPBOr0 UCTEK CPOK PACCMOTPEHUS WU
3asIBUTEJIb HE yJIOBJIETBOPEH JAHHBIM EMY OTBETOM.

[ToBTOpHBIE mNHCbMa, KakK MpPaBUIIO, CTAaBATCS Ha KOHTpodb. [lpu pabore ¢ HUMHU
MOI0UPAIOTCS UMEIOLTUECS JOKYMEHTHI 110 OOpaIleHUsIM TAHHOTO 3asBUTEIIS.

2.8. IluceMa OJTHOTO M TOTO € JUIA U IO OJTHOMY U TOMY € BOIIPOCY, ITOCTYNHBIINE
70 HMCTEYEHUS CpOKa PACCMOTPEHHMs, CUMUTAIOTCS NEpBUYHbIMU. He cyuTaroTcsi MOBTOPHBIMU
IIMCbMa OJTHOTO M TOTO %€ aBTOpa, HO 110 Pa3HbIM BOIIPOCAM.

2.9. Ilpm perucrpanuu nucbMa pabOOTHUK, OTBETCTBEHHBIM 3a JEJIONPOU3BOJCTBO
nenaer Konuro odpamieHus. OpuruHai NOoAIMBAETCS B JI€N10, a KOMUS NepeAaeTcs UCIIOJHUTEI0
11 pabOThI ¢ TUCBMOM U MOATOTOBKH OTBETA.



3. PaccmoTpenue oOpameHuil rpaxian

3.1. Tlucema rpaxnan nociie oOpabOTKM U pErucTpaluu MepeqaloTcs Ha HCIOJIHEHHE
pabotHukam JleTckoro caja, Korjaa TpeOyeTcs pelieHne pyKoBOACTBa, pyKoBoauTeno JleTckoro
caja.

3.2.  JIO>KHOCTHBIE JMIIA IPU PACCMOTPEHUHU MPEUIOKEHUH, 3asBICHUA U Kanod
00s13aHbI:

- BHUMATEIBHO pa3o0paThcs B UX CYIIECTBE, B Clydyae HEOOXOAMMOCTU UCTPEOOBATH
HY)KHBIE JIOKYMEHTBI, HalpaBJIATh PAaOOTHUKOB Ha MECTa JUIsl MPOBEPKHU, MPUHUMATH APYTHE
MepbI J11 00bEKTUBHOTO pa3pelIeHus BOIPOCa;

- MPUHUMATh 00OCHOBAaHHBIEC PEIIEHUs M0 oOpalieHusM, 00ecredrnBaTh KOHTPOIIb 32
CBOEBPEMEHHBIM U MPABUJIbHBIM UCIIOJHEHUEM 3TUX PELLECHUM;

- coo0Imare rpaxiaHaMm, Kak IMpaBWiIO, B MHCbMEHHOHM (OpME O pEIICHUsX,
MPUHSATHIX 110 UX 0OpaIIEHUSIM, C HEOOXOAUMBIM 000CHOBaHUEM.

3.3. OtBeTsl Ha oOpalIeHus TpaxkJaH AT UCTIOTHUTENN 32 MOANUCHI0 PYKOBOIUTEIS
Hetrckoro cama. O xapaktepe u gopMe OTBEeTa cOoo00IIaeTcsi pabOTHUKY, OTBETCTBEHHOMY 3a
JIEJIONPOU3BOJICTBO, KOTOPBIH JeNIaeT OTMETKY Ha 0OpallleHUH.

3.4. TIlucweMma, BepHYBIIHECS K paOOTHUKY, OTBETCTBEHHOMY 3a JEJIONPOU3BOJICTBO, KaK
OLIMOOYHO HAIpaBiCHHbIE WIM HE TUIATEIbHO HCIOJIHEHHbIE, BO3BPAIIAIOTCS MCIOIHUTENAM Ha
T0paboTKy.

3.5. Ilucema, OGeccCMBICIIEHHBIE IO COACPKAHUIO, a TAKXKE HEKOPPEKTHBIE IO TOHY,
MOJIOMPAIOTCS B CIICLUANBHYIO MANKy U HE PaCCMaTPUBAIOTCA.

3.6. OOparmenus rpaxaad 0e3 MOANUCH U yKa3aHUs (HaMIINK, HE COJIepIKaIue JaHHBIX
0 MECTE UX KUTENbCTBA, paObOTHl WK y4eObl MPU3HAIOTCS aHOHUMHBIMU.

AHOHUMHBIE TMCHbMA, KaK MPAaBUJIO, HE PaCCMaTPUBAIOTCS.

3.7. IlpennoxxeHus, 3asBICHUS W *KaloObl rpakJaH pacCMaTPUBAIOTCS B CIIEAYIOIINE
CPOKHU:

- MOJJIEXKAIllME HAIIPABJICHHUIO B JPYIMe OPraHU3aluy U yYPEKJEHUS - B TEUEHUE 5
JTHEH;

- TpeOytouire MHPOpMalMK U KOHCYJIbTAlUu - 10 15 nHel;

- TpeOyrolue MpPOBEPKU, H3yUeHUs U TpuHATUS Mep - A0 | mecsama. Cpoxu
VICIIOJIHEHUS ITMCEM UCUMCIISAIOTCS CO JIHA MOCTYIJIEHUS X B JleTckuii can.

3.8. B Tex cayuasx, Korja sl pa3pelieHUs 3asBICHUS WIN >KaloObl HEOOXOIUMO
JIOTIOIHUTENIbHOE HW3Y4YEHHE, CPOKH HX PACCMOTPEHHS MOTYT OBbITh B TOpPSIKE HCKIIOYCHHS
IpoAJieHBl pyKoBoauTeIeM JleTckoro cana, HO He Oosiee, YeM Ha OJMH MECAll, ¢ COO0IIeHneM 00
ATOM JIMILY, TTO/IaBIIEMY 3asiBJIEHUE WIH kKano0y, WM OpraHu3alliy, nepeciasiiei B JleTckuii cas
MUCHMO TpaKJJaHUHA.

3.9. Cpoku WUCHOTHEHUS MHUCEM TpaxJaH, MO KOTOPHIM HEOOXOAMMa TOJArOTOBKA
OTBETOB B BBIIIECTOSIINE OpraHbl, MPOJJIEBAIOTCS TOJBKO IIOCIIE COIJIACOBAHMS C HHUMH, C
coo011eHreM 00 3TOM aBTOPY MUCHMA.

4. KonTpoas Hax padoToii ¢ 00panieHU MU I'PaKIaH
4.1. MHcnonnenue oOpallleHU rpakJjaH KOHTPOJIUPYETCS C LETbI0 YCTPAHEHUS
HEJ0CTaTKOB B pabote J[eTcKoro caia; 0ka3aHus MOMOILIY 3asSBUTENSIM B YAOBIETBOPEHUN
UX 3aKOHHBIX IIPOCHO MJIM BOCCTAHOBJIEHUH HApYIIEHHBIX IIPaB; BbIICHEHUS
INPUHUMABIIUXCS paHee Mep 10 OOpallEeHUsIM TPak/1aH WIN NOJyYEHUS



COpPaBOK II0 BOMNpOCaM, C KOTOPbIMH OHH OOpaIIaroTCsi HEOJHOKPATHO; MOJYyYEHHUS
MaTepUaJIoB JJIs aHAJIM3a 0OpalleHui 1 HHPOpMalLKH, a TaKkKe 00eCIeYeHusl pacCCMOTPEHHS UX B
CPOKH, IPABWJIBHOIO U IIOJIHOTO PACCMOTPEHHUSI COAECPKAIIMXCS B HUX BOIIPOCOB.

4.2. llopAmok TIIOCTAaHOBKM IINCEM HA KOHTPOJb ONPEIEIAIOT PYKOBOJIUTEIb
YUPEKIACHUS U HETIOCPECTBEHHO HCIIOJIHUTENb(H).

[Tucema rpaxkaas, noctynusmue B JleTckuil caj, TpeOyromuX COOOUIMTh Pe3yabTaThl UX
paccMOTpEHUs, CTaBSTCS HA KOHTPOJIb.

4.3.  KoHTpOJb OCYIIECTBISIIOT pAOOTHUKH OTBETCTBEHHBIC 32 JACIOMPOU3BOICTRO.

44. Xoa W CPOKM HUCHOJIHEHUS MPEATIOKEHHUM, 3asBICHUN U KajnoO (HAIOMUHAHMS
UCIIOJIHUTENSIM, O(OpMIIEHHE pa3pelieHus] Ha MpOJJIEHHE CpOKa, JOKJIAJ PYKOBOJCTBY O
pe3ysibTaTax pacCCMOTPEHHUS U T.II.) GUKCUPYIOTCS MUCbMEHHO U MPUKPETUIAIOTCA K 00pAILEHUIO.

4.5. HcrnosHATENN NUCEM I'paXk[aH TIIATEIbHO AHAINU3UPYIOT JOKYMEHTHI, IIOJy4YEHHBIE
0 pe3yJIbTaTaM IMPOBEPKH Kajlod U pacCCMOTPEHHUS BOIIPOCOB JIETAIOT 3aKJIIOYEHHE O KaueCTBE U
MOJIHOTE OTBETOB HA BCE IIOCTABJICHHBIE B HHUX BOIPOCH, B Ccllydyae HEOOXOJUMOCTH
3aMpamuBalT JOMOJHUTENbHYI0O HMH(POPMALIMI0 U BHOCAT NPEIOKEHUS PYKOBOIUTEIIO
JleTckoro cajia o COBEPIIEHCTBOBAHUIO YIIPABICHMS.

4.6. KoHTponp 3aBepliacTcs TOJBKO TIIOCJIE BBIHECEHUS PEIICHHUS W IPUHATHS
MCYEPIBIBAIOLIUX MEP IO Pa3pelICHUIO MPEAIOKEHNUs, KanoObl, 3asBieHus. Pemienue o cHITHH C
KOHTPOJISI OOpallleHui NMpUHUMAeT pykoBoauTensb Jlerckoro cama. IlpennoskeHus, 3asBICHHUS H
KasoObl TPakJlaH CUYUTAIOTCSA Pa3peIICHHBIMU, €CIM PACCMOTPEHBI BCE IMOCTABJICHHBIE B HHUX
BONPOCHI, [0 HUM MPUHATHI HEOOXOAUMBIE MEPBI, JaHbI UCUEPIIBIBAIOIINE OTBETHI.

4.8. OpraHuzanus KOHTPOJIA, OOECHEeYMBAIOUIETO CBOEBPEMEHHOE, MpaBUIbHOE U
MIOJIHOE PACCMOTPEHHE MHCEM M MCIOJHEHUE PELIEHUH, NPUHATBIX IO MPEAIOKEHUSIM,
3asBJIGHUSIM U KajlobaM TpakJaH, Bo3jaraeTcss Ha pabOTHHMKA, OTBETCTBEHHOTO 3a
JENONPOU3BOJICTBO.

5. IIpuem rpaxnan

5.1. PaboTy no opraHuzanuu rnpuema rpaxiaaH IpOBOAUT paOOTHUK, OTBETCTBEHHBIH 3a
JEeI0NPOU3BOJCTBO.

5.2. Ilpuem nmoceruteneit pykoBoauTeneM J[eTckoro cajga OCymecTBIAETCs 0 TpaduKy.

5.3.  PaboTHUK OTBETCTBEHHBIH 3a JAENOMPOU3BOJCTBO JAET rpak/laHaM pa3bICHEHUS 10
MOJHUMAEeMbIM BOIIpPOCAaM, MPUHUMAET MeEpbl [0 HCHOJHEHUI0O HX TMpockd, B ciyyae
HEOOXOAMMOCTH  TpHUTJamaeT paOOTHUKOB-CIICHUAINCTOB JUISI  pEIICHUsT BOIPOCOB B
3aBHCHMOCTH OT UX CHEIUPHUKH.

6. Opranusanus 1eJ10NPOU3BOJACTBA

6.1. Jlenonpou3BOACTBO 1O NPEJIOKEHUSAM, 3asiBICHUSAM M jKajmobaM TrpaxaaH
OCYIIECTBJIIETCA PAOOTHUKOM, OTBETCTBEHHBIM 32 JIEJIONPOU3BO/ICTBO.

6.2. IlpennoxeHus, 3asBIE€HUS W KAIOObl TpakJaH, KOMUM OTBETOB Ha HUX U
JOKYMEHTBI, CBSI3aHHbIE C WX pa3peumieHueM, (QOpMHPYIOTCS B Jiela B COOTBETCTBUHU C
YTBEPKIACHHON HOMEHKJIATYPOU. JIOKyMEHTBI B OJTHUX Je€Jax pacIoylaralorcs B
XpoHoJIornyeckoM nopsake. Kaxaple npeanoskeHue, 3asBiICHHE U jKanoda U BCE JOKYMEHTBI
[0 UX PAaCCMOTPEHMIO U PA3PEIICHUIO0 COCTAaBISIIOT B JEJe



CaMOCTOSITENIbHYIO TpyIily. B ciiydae moiiydeHusi MOBTOPHOTO MPEAJIOKEHHUS, 3asBIICHMUS,
KaIOObl WM TOSBICHUS JTOTIOJHUTENBHBIX JOKYMEHTOB - TMOJIIMBAIOTCS K JAHHOW Tpymre
JIOKYMEHTOB.

[Ipu bopmupoBaHuU J1eN MPOBEPSETCS MPABWIHLHOCTh HANPaBICHUS JTOKYMEHTOB B JI€JO.
HenpaBuiibHO 0opMIIeHHBIE TOKYMEHTHI IOAIIUBATE B Jieja 3alpeniaeTcs.

6.3. Jlena ¢ maTepuagaMu Mepenucku (MUCbMEHHbIE O0palleHus, OTBEThI, HHPOpMALIUS
00pa30BaTEIBLHOTO YUPEXKACHUS U JP.) XPAHATCS B TEKYILIEM JIEIOMPOU3BOJICTBE.

6.4. XpaHeHue el C TMPENIOKECHUSIMHU, 3asIBICHUSMU M >KalobaMu TpaxJIaH U
JOKYMEHTaMH IO UX UCIIOJHEHHUIO OCYIIECTBIISETCS B CIPABOYHBIX U IPYTUX LIETISX.

6.5. Ilpu yxojne B OTHYCK, OThE3/Ie B KOMaHIUPOBKY WM YBOJILHEHUU PAOOTHUK 00s13aH
nepefaTh MO YKa3aHUIO PYKOBOJMTENS BCE HAXOJAIIMECS Y HEro Ha HCIOJHEHHHM MHChMa
TpaXJaH JAPYroMy paOOTHUKY, C Te€M UYTOOBl OBUIM MPUHITHI MEPhl K X CBOEBPEMEHHOMY
pa3pelieHuIO.

6.6. BHOBb mpuHATHIE paOOTHUKU 00s3aHBI 03HAKOMUTHCS ¢ HacToseld MHCTpyKIuei.

6.7. Cpok xpaHeHHUs 3asBJICHUSI, NMPEIJIOKEHUS WU KAIOOBI TPaXKJIaH U JTOKYMEHTOB,
CBSI3aHHBIX C UX PACCMOTPEHUEM U Pa3pelICHUEM - MSTh JIeT.

[lo wucTeyeHUM YCTAHOBJIEHHOT'O CpOKa XpaHEHHUS JOKYMEHTHI M0 TPEIOKEHUSM,
3asABJICHUAM M >KaJo0aM TpakJaH TMOJJekKAaT YHUYTOKEHHUIO B TOPSIKE, YCTaHABIMBAEMOM
®denepanbHON apXUBHOM CiTy»)00i1 Poccum.

6.8. JIuuHas OTBETCTBEHHOCTh 3a COCTOSIHHUEM JEJIONPOM3BOJICTBA TIO MPEAIOKEHUSIM,
3asiBJICHUSIM M JKajo0aM Tpax<JIaH M COXPAHHOCTHh JIOKYMEHTOB BO3J1araercsi Ha PYKOBOIUTEIS
Jlerckoro cana.

7. AHajan3 padoThI ¢ NpeII0KEeHUAMU, 3asIBJCHUSIMU H KAJI00aMU I'PaKIaH
7.1.  JIOJ>KHOCTHBIE JMIIa CHCTEMATUYECKH aHAJIU3UPYIOT IMHUCbMEHHbIE OOpalleHus
TpaXKJaH, COJEPKAIIUECs B HUX MPAKTUYECKUE 3aMEYaHHUS C 1IeJIbI0 CBOCBPEMEHHOTO BBISBICHUS
W YCTpaHEHUsl MPUYUH, MOPOXKJAIOIIMX HApYLUIEHUE NMPaB M OXPAHAEMbIX 3aKOHOM HHTEPECOB
rpaxjaH, 0000MIAIOT MPEUIOKEHUs, MPUHUMAIOT MEPhl MO CHIKCHHIO KOJUYECTBa Kajoo,
YMEHBIIICHUIO  TOBTOPHBIX  OOpalleHWii;  BHOCIT  PYKOBOJACTBY  NPEMJIOXKEHHUS IO
COBEPIICHCTBOBAHUIO PAOOTHI.

[TonoxeHue pa3paboTaHo Ha 5 TUCTAX
3ageayrommm MOV  Jlerckoro caga Ne 330 E.B. KauypoBckas

[TonoxxeHue NEUCTBYET 10 BBEACHUS HOBOTO.



